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TO

FROM

SUBJECT :

OFFICE OF GENERAL SERVICES

REPCRT OF OPERATIONS

Chief, General Services
Chief, Records Management & Distribut/ion Branch

Vooﬂy Report of Operations for the period ending

16 July 1953

Personnel On Duty Vacancies In Process
Office of Chief (4] 1
Rcds. Mgt. Section 1 10
Rcds. Center Section 3 4]
Mail Control Section -% %

1. No. on leave three days or more:
Records Mgt. Section- 1}
Mail Control Section- 3
Records Center Sec.- 2

2. No. on special detail out of office___ L . How long?
Records Mgt. Section-
Records Center Section-
Mail Control Section- 1

3. Where: One man in Tramsportation Division as full %ine courier.

L. No. pending resignation, transfer and/or reassignment:
Records Management Section- O

Records Center -0

Mail. Control -4
5. Specific cases on item 4 not in previous reports. -
6. New applicants interviewed ® . Recruited by Personnel

Recruited by this office
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Approved For Release 2008 %5\2 A RD&M 00211R000900240044-7

- ou

25X1




25X1

25X1

25X1

25X1
25X1

L4

B,

)
Approved For Release 2006/05/24 : QIA$QWQ-0021800900240044-7

2ot g comathion

Mministration and Problenst

Reggeds Managemen Lion - The Payroll folders of terminated
‘nd dpansferred omployees prior to 1951 helonging Lo Hie Fiscal
Divizlon have boen inveantsried and boxed and will be moved to

Records Center the begimning of next week, There ere 29 boxes
covaring about 3,340 folders,

Approval of the disposiiion schedule for the records of the
Camptyrollerts O:fice is boing delayed pending completion of the
inventory of the Finauce Divisiom.

The Offfce o' Inspection and Security has informed us of the
apnointment of an Area Pecords Officer, [ ] of Inspection
and Soenvity office, atiepded the Lecords ManAgement Tralning
Course Lut because of the nrecsure of other dutles, 1t was dee
cided o apoodnt | is aiso a GS~11l and
has had experience 'n managemenl WOFK w.ta other agencies bul not
speeifically in recoirds management,

cocords Ce « Tloor layout plans for the storags of palletised
vocords in | |have been started and requisitions
Zor the installation of telephonvs and offiece equipment are being
wepared,

An lnventory of records most suitable for storace at Rosslyn has
been copnleted and & total volume of 5,000 eu, £, will be moved
in g8 soon iz the ereas are available, Of this amount, 2,500 ecu,
£5., will be moved frow the Center,

%t the precent tive, no target date for the completion of the renow
vation vork ean be gilven due to a delay in securing steel mesh,
[ pelieves he can get an answeir within a day or two,

Yegotiations were caxried om with the Logistics Office for the nro
curement of 200 32" x 40" palleis, These were delivered from

[ anc stacked in the warshouse, This mmber of pallets will
accomodate 5,000 boxes,

. was
x;xgr; Coptzol Section - On 15 July 1953, Mail Control Section/requested
by to plck up Confidential ixrash four days vner week from
[ | and deliver it to I & 5 vaxli, Gate #4, "I" Bldg,

On 15 July 1953, lail Control Section was requesied to furnish
additional pouch service between FI Pouch Room and Comdr. Speruance,
in the Pertegon which increases our irips ‘rom one a week to 5 irips

%

4
LR S h
LN Y MY I ¥

Approved For Release Z'QOQIO5IQA£§GIA-“RDPE7 0-00211R000900240044-7

25X1

25X1




. Approved For%lease 2%5]3%%DP70-0061800&02%% 1953

l. Mewefilming
Images Filmod - Rotary Cameps
Flatebed Camepa

2, Records Cemter - (all figures in tublc feet)

Records regeived for processing
and atorage ;

Reference to recesd materiul

Records material destyayed

3. Supplemental Distridution Center

&, Now material far stocks
Information Reports
Intelligence Reparts’

b, Supplemental Distributiems
Information Reports
Notioes
Hegulations
Cthers

e, Initial Dhtxi'mtimt
Rotices

e
4e MBIl ‘clivities
8, FPost Offios Mall

Outgoing
Intoning

b, Postage Expended

¢, Scheduled courisr trips

d, Speeial courier trips

¢, Intereagency mail by courier
Incoming
Outgoing

£, Porsormel agtionss
Recruitments
Separaticne

g. Use of Motor Pool Vehs.e:Lee
Lvailagle ey 55
Avallable w
Fot available

Avorage Wsek
- Ihin Mesk
Las T R
; o 45,69

- 7

- { 13:?“;“6 )) /3{

96 ¢ 220, 15

el -

/i
805 880
& A
354 382 -
124 21 .
1 10 -
43 143
1 4
1 3
1l 2
1l 1l
8,275 635% 657
5,301 8250 500y
$e8 .67 $775,00 # Yoo,
240 240\

90 33.4 557
1,660 ™ 756
1,834 RV VE
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